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TIME SAVERS 

For the Executive Who Appreciates the Value of Time 


• All of the Business Aids described in the enclosed catalog will save your time, and add 
renewed efficiency in the office. 

• Each of these carefully thought out forms was created because of a business need for 
it. And each was carefully tested before being offered in this catalog. They are work 
savers well worth their small cost. 

• Each one offers smoother handling of office details, less fuss and feathers, more time 
for the hurried business and professional man. 


• You can try, without risk, one or all Drawing Board Business Aids. 


• Your trial order does not obligate you. Every Drawing Board product you buy is 
“on trial” until you are satisfied. You like it or you don't pay. Look through the cata¬ 
log right now and order a few Drawing Board Business Aids — designed to make 
all your efforts more rewarding. 

Sincerely, 




TABLE OF CONTENTS 


ANNOUNCEMENTS 

Announcement Cards .23 

EncloseA-Cards---- .H 

Office Removal Cards.22, 23 

COLLECTION AIDS 

Collection Envelopes.20, 21 

Collection Stickers.back cover 

Snappy Set Collection Forms 19 

Statement Forms.32 

COMMUNICATION AIDS 

Memo-Grams.5 

Phone-O-Grams. 5 

Special Instructions Forms.31 

Personalized Desk Pads.38 

Things to do Today Pads.31 

CORRESPONDENCE FORMS 

Note-O-Grams.3, 4 

Memo-Letters. 4 

Post-O-Grams.38 

CUSTOM DESIGNS 

Business Forms.39 

ENVELOPES 

Standard Business.34 

Utility Kraft.-.35 

Packing Slips.- 34 

GENERAL OFFICE FORMS 

Carbon Gems (Second Sheets) - 33 

Cost Summary Sheets.30 

Credit Inquiry.33 


Credit Memorandum Form.--37 

Inventory Forms..31 

Invoices..7 

Memorandum Form. 37 

Petty Cash Forms...31 

Price Quotation Form ...37 

Purchase Orders.6 

Receipt Books.10 

Reference Inquiry.33 

Request for Information.32 

Request for Purchase Order.32 

Special Instructions.31 

Supply Requisition.32 

Things to do Today.31 

Voucher Checks.8, 9 

PERSONNEL AIDS 

Absentee Report.29 

Attendance Record.28 

Employee Record.28 

Employee Record Book—.28 

Hiring Manual.36 

Job Analysis Form.38 

Job Application Form.28 

Overtime Permit.29 

Payroll Change Notice.29 

Personnel Policy Manual.36 

Reference Inquiry.33 

Termination Form.29 

PROFESSIONAL 

Collection Envelopes..20, 21 

Office Removal.22 

Stationery, Billheads.14, 15 

Thank you for referral.22 


SALESMEN'S AIDS 

Commission Sheets.25 

Daily Call Report.25 

Expense Report..25 

Sales Order Book. 26 

Timexpense Books.. 24 

SERVICE COMPANY AIDS 

Cost Summary Sheets.30 

Garage Repair Forms.27 

Proposal Forms.27 

Sales Order Book.26 

Scale Form, ruled..38 

Service Call Book.26 

Service Order Form.27 

STATIONERY 

Company Letterheads, 

Billheads .16, 17, 18 

Executive .12, 13 

Professional or Personal, 

with Billheads.14, 15 

WAREHOUSE AIDS 

Receiving Record Book.30 

Bill of Lading Forms.33 

Packing Slips.34 

MISCELLANEOUS 

Headliners .11 

Pens, colored, nib tip.36 

Post Binders.6, 8 

Sheet Protector, acetate.36 

Snapak Forms Holder.27 

Sorter .37 

Thank you for referral.22 

Terms & Conditions.39 



THE DRAWING BOARD, INC. 9030 Viscount Row 


Dallas, Texas • ME 7-0390 



























































































THIS IS THE ORIGINAL NOTE-O-GRAM.. 
OFTEN IMITATED BUT NEVER EQUALLED 






^ vNDTE-D-BRAM 

® THE DRAWING BOARD • BOX^DS • 


DALLAS. TEXAS ' 


YOUR COMPANY NAME 

YOUR ADDRESS • CITY, STATE, ZIP CODE • TELEPHONE NUMBER 



Size 8 Vi nlVt 


NOTE-O-GRAM® (Form NO-R73) 

• Routine Correspondence • Inter-Office Memos • Salesmen on the Road • Requests 

This speedy 3-part letter form cuts correspondence costs in half! Get out twice as many letters with 
the country’s most versatile message form that eliminates addressing envelopes and gives you and 
the recipient clear copies of all messages and replys on one sheet. Simple as 1-2-3 — you write your 
message and snap out the yellow copy for your files. The recipient answers in the “Reply” section 
and keeps the pink copy, returning the NOTE-O-GRAM with your original message. There's no search¬ 
ing for a previous letter as It Is right there with the reply. 
















































EVERYONE USES TIME-SAVING, 
WORK-SAVING NOTE-O-GRAMS 
AND MEMO-LETTERS! 






YOUR COMPANY NAME 

YOUR ADORKBR • CITY. STATE, ZIR CODE • TELEPHONE NUMBER 


I MESSAGE 

REPLY 


Bmniil 








iltwM 


'■.'^V.-T^i ■ 


NCR (No Carbon) N0TE-0-GRAM®Form no n73 

The modern, chemical action of NCR paper gives you 
clear, clean copies without carbon interleafing on this 
regular size Note-O-Gram (8^^ x7%) which Is otherwise 
Identical to form on proceeding page. 


500 

1000 

2000 

3000 

4000 

5000 

$19.95 

$34.95 

$65.00 

$90.00 

$112.00 

$133.00 


YOUR COMPANY NAME 

YOUR ADDRESS • CITY, STATE, ZIP CODE • TELEPHONE NUMBER 


MESSAGE 



M 


m X 11 N0TE-0-GRAM®(Form NO RIIS) 

A larger Note-O-Gram similar to form on proceeding page 
designed for correspondence requiring longer messages 
or replies, folds twice to fit #10 window envelope. 


250 

500 

1,000 

3,000 

5,000 

$11.75 

$17.85 

$32.15 

$76.95 

$118.25 


Prices include personalizing in Red or Black Ink 


Prices Include personalizing in Red or Black Ink 
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MEMO-letteri 


Your Name Here 

YourAddnts • CHy, Stefa, Zip Cod* • Ttlaphone Number 


To 


Date 

Subject 


III 


DID YOU KNOW? 

The Dartnell Corporation finds that 
I the average business letter costs 

$2.44 and is going higher. Executive 
^ and secretarial costs account for 

1 63% of this figure . . . but today’s 

\ busy executive can cut down on 

j dictating, transcribing and filing 

I with Note-O-Grams and Memo- 

Letters. With such handy letter 
forms, secretaries send out 50% 
more correspondence — and when 
the secretary is out, “the boss” 
finds it Is so simple to handle his 
own last-minute mail. 


i 


NCR MEMO-LETTER®(FormMLN72) 

Designed for correspondence that does not 
require a reply, this speedy 2-part form on 
NCR (No Carbon) paper lets you communicate 
quickly and effectively, gives you clear copies 
of your Important memos for follow-up. Per¬ 
fect for every busy executive — just write it 
down, snap apart, fold in half for a #10 
window envelope — the address shows 
through. Size SVz x 8V^ 


500 

$13.95 

3000 

$63.00 

1000 

24.95 

4000 

; 78.40 

2000 

45.50 

5000 

93.10 


I 


i 

i 


i 


1 


Prices include personalizing In Black Ink 











































































Book Size 41 / 2 " X 11" 


MEMO-GRAMS® (Item MG) 


Don't Say It — Write It! A written memo eliminates confusion — instructions 
are clear and understood. But memos need follow-up to be really effective, 
and with NCR Memo-Grams you have a permanent record of every memo you 
write! Memo-Grams give you neat, carbon-less memos in a handsome wire- 
bound book that lies flat for easy writing. Personalized with your name at a 
small cost. 


4 Books (600 memos and duplicates) 

$ 7.50 For Personalizing Add: $1.25 

8 Books (1200 memos and duplicates) 

14.40 

1.50 

16 Books (2400 memos and duplicates) . 

26.50 

2.00 

32 Books (4800 memos and duplicates) . 

43.25 

3.00 


PADDED MEMO-GRAMS Item P. 66 

Memo-grams personalized and padded 
in plain white desk pads, (not NCR), 
size 4 X 5 Y 2 , padded in lOO's. 



1000 Memograms . 

... $ 7.50 

2000 Memograms . . 

. . r 13.50 

3000 Memograms . 

. . . 19.50 

5000 Memograms . . 

. . . 31.25 


PHONE-O-GRAMS® otemPG) 

NCR paper makes Phone-o-grams the neatest way 
to handle all your incoming calls, giving you a 
permanent bound record for instant reference. 
Plenty of space for names, numbers, message, etc. 

$ 4.40 

8.80 

13.20 

22.00 


Book Size 6 54 "X 8 Y 2 " 
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Snappy ^et 


PURCHASE ORDERS 


NEVER A QUESTION WITH FOOL-PROOF PURCHASE ORDERS 





“ACKNOWLEDGEMENT” appears on part 2 
(yellow) of all 4 and 5-Part purchase order 
forms at no extra charge. 


Purchase Order Form PO-R73 (3-Part) 


(81/2 X 73/4) 



ECONOMY BINDERS will hold any standard 2-hole 
punched form, have posts 23^" apart center to center. 
Perfect for all forms shown in this catalogue including 
voucher checks, purchase orders, invoices, padded 
forms, etc. Made of slate canvas over heavy weight 
board with square corners. 3" capacity. 


SL-679 for sheets 81/2 x 7 

$3.90 each 

SL-682for sheets 81/2 x 11 

4.25 each 
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S 


YOUR COMPANY NAME 



Purchase Order Form PO-R113 (3-Part) ( 81/2 x 11) 


I 


r 
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INVOICES 

THE PRACTICAL, BUSINESS-LIKE WAY TO HANDLE BILLING 



INVOICE 

YOUR COMPANY NAME 

YDUR ADDRESS • CITY, STATE, ZIP CODE • TELEPHONE NUMBER 




Invoice Form IV-R73 (3-Part) 


( 81/2 X 73/4) 



“PACKING LIST" copy furnished as part 5 
(goldenrod) on either size invoice form. No 
extra charge. IV-R75 (5-Part) 


INVOICE 

YOUR COMPANY NAME 

YOUR AODRCSR • CITY. RTATE, ZIR CODE • TELEPHONE NUMOER 


■ OLD TO SHIPPED TO 

r n 



PURCHASE ORDERS & INVOICES 

THESE HANDY SNAP-APART FORMS are foolproof systems for billing and 
purchasing, providing original and clear copies of every transaction with 
one typing. Spaces provided for every item: quantity, price, terms, f.o.b. 
point, etc. Each folds to fit a #10 Windovy/ Envelope. Each part except first 
part (white) is two-holed punched for filing In a standard post binder. Forms 
can be serially numbered for easy reference at a small cost. 

Forms can be imprinted in red or black ink. Your company signature or 
trademark can be imprinted at no extra charge when cut is supplied. If cut 
must be made by us, add $6.50 


PRICES INCLUDE PERSONALIZING 

For numbering, add $1.50 and give starting number 


0 

PURCHASE ORDERS 

INVOICES 

QD 

3 

Regular Size 8 V 2 x 7% 

Regular Size 8 V 2 x 7% 


PO-R73 

PO-R74 

PO-R75 

IV-R73 

IV-R74 

IV-R75 

'< 

(3-Part) 

(4-Part) 

(5-Part) 

(3-Part) 

(4-Part) 

(5-Part) 

500 

$14.95 

$ 17.20 

$ 19.45 

$14.95 

$17.20 

$19.45 

1,000 

26.75 

30.76 

34.75 

26.75 

30.76 

34.75 

2,000 

47.60 

54.60 

61.85 

47.60 

54.60 

61.85 

3,000 

65.85 

75.75 

85.60 

65.85 

75.75 

85.60 

5,000 

97.50 

112.15 

126.75 

97.50 

112.15 

126.75 


8 V 2 X 11 Size 

8 V 2 x 11 Size 


PO-R113 

P0-R114 

PO-R115 

IV-R113 

IV-R114 

IV-R115 


(3-Part) 

(4-Part) 

(5-Part) 

(3-Part) 

(4-Part) 

(5-Part) 

500 

$ 18.40 

$ 21.10 

$ 23.90 

$ 18.40 

$ 21.10 

$ 23.90 

1,000 

32.75 

37.50 

42.25 

32.75 

37.50 

42125 

2,000 

57.60 

66.25 

74.85 

57.60 

66.25 

74.85 

3,000 

80.85 

92.95 

105.10 

80.85 

92.95 

105.10 

5,000 

122.50 

140.85 

159.25 

122.50 

140.85 

159.25 


Invoice Form IV-R113 (3-Part) 


( 81/2 x 11 ) 
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PRACTICAL, EFFICIENT, LOW COST VOUCHER CHECKS 




THE DRAWING BOARD • BOX SOS • DALLAS. TEXAS 
FORM NO 2A 


N2 7853 


Ydur Company Name 

1234 MAIN STREET • ANYWHERE, U.S.A. 


PAY TO THE ORDER DF_ 


YDUR COMPANY NAME 


Your Bank Name 

ANYWHERE, U.S.A. 


i:lbio">ooo]ii: 02 hbui i«ti- 


YOUR COMPANY NAME 
PLEASE DETACH AND KEEP THIS STATEMENT 
NDORBCMENT THE CHECK IS ACCEPTED IN EULL PAYMENT DF ITEMS DESCRIBED E 
NO RECEIPT REQUIRED. IF ERROR IS FOUND PLEASE RETURN BOTH PARTS 


Stub A 


Check VC-2 (BVz x 73^) 


Note: Second and third copies are 2-hole punched. 


VOUCHER CHECKS (Forms VC-l and VC-2) 

Take the confusion out of bill paying — Snap-apart voucher checks are a 
foolproof checkwriting system. With one typing you have an original check 
and two copies. One copy is attached to the invoices or statements you are 
paying and filed alphabetically by the supplier's name. The other copy Is 
filed in numerical order as a check register. 

Avoid paying the same bill twice, speed up your bookkeeping, and simplify 
your filing with voucher checks, available in 2 check styles with a choice 
of 3 stubs. Original check is on blue safety paper, duplicates on white and 
yellow. 

Checks are imprinted with your company name, bank name, and are num¬ 
bered. If your bank uses MICR coding, we will Imprint your code at no 
extra charge. When ordering, please send a void copy of the check you are 
now using. We can Imprint your logo at no extra charge If an actual size 
cut is furnished. If we must make cut, add $6.50. 

CHECK VC-1 is used with a window envelope and eliminates typing on the 
envelope. 

CHECK VC-2 can be used with any standard #9 or #10 business envelope. 
STUB A: Blank stub lets you fill In as your needs demand. 

STUB B: Primarily for accounts payable with space for itemization. 

3 STUB C: Lets the check serve for both accounts payable and payroll. 
RUSH SERVICE GIVEN ON ALL VOUCHER CHECK ORDERS 


VOUCHER CHECKS VC-l and VC-2 


500 checks . 

23.95 

1000 checks. 

39.95 

2000 checks . 

67.60 

3000 checks. 

97.55 

Prices Include imprinting 



POST BINDER (Item SL-679) 

For easy-reference filing of third copies 
of all Voucher Checks, $3.90 each. 


i 





































PRACTICAL, EFFICIENT, LOW COST VOUCHER CHECKS 


P THE DRAWING BOARD • BOX SOS • DALLAS, TEXAS 

FORM NO 1C 


N2 7853 


Ydur Company Name 

1234 MAIN STREET • ANYWHERE, U.S.A. 


TO THE ORDER OF 


YDUR COMPANY NAME 


Your Bank Name anywhere, u.s.a. 


[iilifltO«'OOOti; OE 181,1 LII* 


YOUR COMPANY NAME 

PLEASE DETACH SEFaRE OEPDSITINO. BY E N DO R S E H E N T TH E CHECK 19 ACCEPTED I 




EARNINGS 


REQULAR OVERTIME 


DEDUCTIONS 


LD- STATE 


DESCRIPTION 


AMOUNT PAID 


Check VC-1 ( 8 Y 2 x 7%) 


Stub C 


Please specify check style, stub style, 
and starting number when ordering 
Extra Signature Line can be added at no additional cost. 


Stub B 



Stub C 



WINDOW ENVELOPES (WE-10) 

Special lithographed pattern lines the envelope, prevents 
show through, and assures you complete privacy in mail- 
ing. For Check VC-1. 


500 envelopes.9.25 

1000 envelopes.12.50 

2000 envelopes.21.95 

3000 envelopes.31.25 


Prices include Imprinting 
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Personalized with your name, 
address, telephone number 


Serially numbered 
at no extra cost 


N? 094 



Your Name 

YOUR ADDRESS • CITY 

TELEPHONE 

Imprinted 

• STATE • ZIP COOE 

: NUMBER 

N9 095 

Date 19 

RECEIVED From 




The: Sum Of 



Ddllars S 

FOR 

Amount or Account 

s 



Amount Paio .... 

s 

Ct BY 


Balance Due .... 
□ Cash □ Check 

$ 

□ M.D. 





NCR paper 
eliminates carbons 


Duplicates permanently 
bound for easy reference. 


Book Size 7V^ x 11 


Receipt Size 2^^ x 6% 


NCR RECEIPT BOOKS 

2-Part (Item RB) and 3-Part (Item RB-3) 

No carbon paper needed! These handsome NCR Receipt Books 
are carefully personalized with your name, address, and telephone, 
and are serially numbered at no extra cost. Special wire binding 
lets receipts lie flat for easy writing. Cover is of durable brown 
stock, receipts white. Duplicates stay permanently bound for refer¬ 
ence or storage. Duplicates are yellow In 2-part books, yellow and 
pink in 3-part books. This is the finest receipt book system on the 
market. When ordering, give starting number. Otherwise your 
receipts will start with No. 100. 

Prices include personalizing and numbering. 

Each Receipt Book is supplied with a cardboard insert to be placed between sets to prevent impression on following pages. 


No. of Receipt Books 

2-Part 
(Item RB) 

3-Part 
(Item RB-3) 

O RnnWc ^00 Receipts 

^ dOOKS 500 Duplicates 

$ 9.95 

$13.25 

4. Rnnkc Receipts 

4 BOOKS 1000 Duplicates 

14.92 

19.90 

A RoF^Lc 1500 Receipts 

D BOOKS 1500 Duplicates 

19.90 

26.50 

1 9 RnnLc ^000 Receipts 
BOOKS 3000 Duplicates 

38.00 

50.65 



















































































ITEM H-A 





INSIDE: We thought you might need 
a copy of the recent write-up about 
you in the paper. So please accept, 
with our highest regards, this “extra" 
clipping! 


HEADLINERS 

FOR SENDING PROSPECTS CLIPPINGS 
ABOUT THEMSELVES 


ITEM H-C 



INSIDE: ... so we've quickly clioped this out! 
We were so glad to read about you — the best 
news is always what good people like you are 
doing. Others like to hear about it, too, so 
here's a copy of the latest news about you! 


ITEM H-B 



INSIDE: And here's the clipping to 
prove it! We're always Interested in 
you . . . and it was a pleasure to 
read about you the other day. We 
thought you might need a copy of 
the write-up to keep someone else 
up to date on what you're doing! 


A PROVEN WAY TO DRUM UP BUSINESS — Send prospects news clippings about themselves in an original full color 
Headliner Card, imprinted with your name, address and telephone number. A good way to open doors for people in real 
estate, Insurance, banking, all service businesses — turns a 10(? newspaper, a secretary, and a pair of scissors into a 
good public relations program. Also available with blank insides for personal notes. For special inside wording, add 
$6.50. Size x5y2. 


100 ~ $7.95 


250 —$14.95 


500 — $24.95 


1,000 —$44.95 


1,500 —$60.50 


2,000 — $74.95 


PRICES INCLUDE IMPRINTING. Deduct 10% for Headliners without name imprinted, or if you wish blank insides. 




... THE APPOINTMENT 

/ \ 





^ H«neyw0ll ^ 




OF OUR NEW REPRESENTATIVE 






WHO WILL BE CALLING ON YOU SOON. 


JOSEPH C. WARD 




PLEASE FILE THIS CARD FOR 




/I 


FUTURE REFERENCE. 

> 








EC — 1 


ENCLOSE-A-CARDS 

All designs die-cut to hold business card 


EC—1 (inside) 

ENCLOSE-A-CARD BUSINESS NOTES are a new idea in business correspond¬ 
ence that dramatizes your business card. They are useful for short notes, 
announcements, or thank-you cards. Printed in raised, jet-black Dimension 
Print®. Enclose-A-Cards can be printed inside as you wish and come with plain 
matching envelopes — just snap in your business card and they're ready to 
send. Folded size 3% x 5V&. 

Prices include envelopes 


Prices for cards as shown: 

250 — 

$ 7.95 

500- 

- $15.00 

1,000 — 

$28.50 

Prices with your own wording: 

250 — 

$15.50 

500- 

- $22.50 

1,000 — 

$34.50 







MISSED YOU! 


EC — 2 (Blank inside) 


EC — 3 (Blank Inside) 


EC — 4 (inside: But I'll call again!) 
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)r(yj EXECUTIVE STATIONERY 

FEATURING FINE RAISED-LETTER PRINTING BY DIMENSION PRINT® i ON 100% RAG PAPER BY 




Robert W. Strickland 

24 Commerce Towers 
Portland. Oregon 97222 


Style C 


Charles Schroeder 

4927 Dividend Drive 
New York, New York 10722 


Style A 


Drank W. l^oLrt6on 

7204 Northhaven Road 
Chicago, Illinois 60605 


Style B 

Robert W. Strickland 

24 Commerce Towers 
Portland. Oregon 97222 


TOP BRASS STATIONERY is for the successful executive who 
is often called on to write letters involving matters for which 
your regular business letterhead won’t do — a note of sym¬ 
pathy or congratulation, for example, or acknowledgement of 
some civic appointment or activity. Letters like these require 
something more than your usual business letterhead. 


DIMENSION-PRINT® produces a raised, jet-black letter, 
sharply defined formerly possible only from steel or copper¬ 
plate dies. This process duplicates steel die engraving so 
perfectly it's practically impossible to tell the difference. 
Dimension-Print gives your letterhead the look of quality and 
the feel of expensive stationery at a moderate cost. 


CRANE PAPER, the very finest in 100% rag personal corre¬ 
spondence paper, is used for Top Brass stationery in a crisp 
24 lb. weight, 7^/^ X 10a warm, off-white color. Your 
name and address (or name only, if you prefer) are imprinted 
in raised Dimension-Print®. Each sheet and envelope is guar¬ 
anteed perfect — anything less will not do. Order Top Brass 
stationery now and see how much more effective your per¬ 
sonal correspondence becomes. There is hardly a smaller 
expense that can bring larger returns. 


PRICE SCHEDULE 

Prices include imprinting on letterheads and envelopes 

100 Sets — $17.00 1,000 Sets — $90.00 

200 Sets — $32.00 Add'l. 500's — $40.50 

500 Sets — $55.00 Second sheets, plain — 2l^0 each 
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BUSINESS STATIONERY 



FEATURING FINE RAISED-LETTER PRINTING BY 


DIMENSION PRINT® 


ON FINE DRAWING BOARD BOND (25% RAG) 



ALFRED RIDGEWAY INSURANCE CO. 


4200 ARCADIA Street • Dallas. Texas 75205 


ENVELOPE E-600-B 

(Also available in 4% X 9V^ — Order E-600-A) 


ALFRED RIDGEWAY INSURANCE CO. 


LETTERHEAD L-600 B (7Va X IOV 2 ) 

(Also available in 8 V 2 X 11—Order L-600-A) 


Style C 


Central Freight Distributors 

3015 Baker Avenue • Chicago. Illinois 60036 • TA 7-0721 


Style B 

ALFRED RIDGEWAY INSURANCE CO. 

4200 ARCADIA Street • Dallas. Texas 75205 • Rl 8-4211 

Tom Harris 
treasurer 


Style A 


^a^ior Iflfjanu^acturin^ Co 


ompantj 


PERSONALIZED BUSINESS STATIONERY — for company cor¬ 
respondence that demands a personal touch, for the extra 
prestige of your top officials who write letters requiring dig¬ 
nified, conservative stationery with the look of quality. 
Imprinted in Dimension Prints with your company name and 
executive’s name and title. Orders may be grouped to take 
advantage of maximum quantity prices. For example, 5 
executives in firm can order the 2,500 price and get 500 
letterheads for each (add $1.00 per name change). Available 
in two sizes — 8^^ X 11 and 7^4 X lOVa- 

DRAWING BOARD BOND — a top grade 25%-rag-content 
bond with the feel and snap characteristic of fine stationery. 

DIMENSION PRINT® produces a raised, jet-black letter that 
duplicates steel die engraving so perfectly that it's practi¬ 
cally impossible to tell the difference, giving your letterhead 
the look and feel of the most expensive stationery at a 
moderate cost. 


PRICE SCHEDULE 

Prices include imprinting in Dimension Print® 


LETTERHEADS 

ENVELOPES 

Quantity 

L-600-A 

81/2 X 11 

L-600-B 
71/4 X 101/2 

E-600-A 
41/8 X 91/2 

E-600-B 
3% X 71/2 

500 

$ 8.70 

$ 7.70 

$10.50 

$ 9.40 

1,000 

12.40 

11.15 

17.50 

15.65 

2,500 

28.30 

25.20 

39.35 

35.10 

5,000 

52.55 

46.50 

71.65 

63.85 


If plain print is desired, deduct 10% from above prices. 
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PROFESSIONAL AND PERSONAL STATIONERY 

FEATURING FINE RAISED-LETTER PRINTING BY DIMENSION PRINT- 



TEMPORA BOND — a special #1 grade sulphite bond paper 
made especially for us by a leading manufacturer of quality 
writing papers. A bright, white sheet with a fine printing sur¬ 
face free of lint and fuzz, Tempora Bond erases easily and 
produces a handsome letterhead — an excellent combina¬ 
tion of economy and quality especially appropriate for 
professional men. 


IZ)/-. JranL Wj- l^oLrtdon 

7204 Northhaven Road 
Chicago. Illinois 60605 
lakeside 2-1127 


Style A 


YOUR CHOICE OF THREE DISTINCTIVE TYPE STYLES 


Robert W. Strickland 

ATTORNEY AT LAW 

24 Commerce Towers 
Portland. Oregon 97222 
YUkon~7.2346 


Style B 


Charles Schroeder. d.d.s. 

4927 Dividend Drive 
New York. New York 10722 
PLAZA"i-2274 


Style C 
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MATCHING BILLHEADS 


I 

Both styles of billheads are available in either Dimension-Print® or Plain Print, 
on either Tempora Bond or Drawing Board Bond. 


Billhead BH-500-A ( 81/2 x Billhead BH-500-C ( 51/2 x 6%) 



PRICES FOR LETTERHEADS and REGULAR ENVELOPES 


Quality 

LETTERHEAD L-500-A 

8 I /2 X 11 

ENVELOPE E-500 A 

41/8 X 91/2 

LETTERHEAD L-500-B 

71/4 X 101/2 

ENVELOPE E-500-B 

71/2 X 3% 

Tempora Bond 

D. Board Bond 

Tempora Bond 

D. Board Bond 

Tempora Bond 

D. Board Bond 

Tempora Bond 

D. Board Bond 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

500 

$ 7.50 

$ 6.65 

$ 8.70 

$ 7.85 

$ 8.65 

$ 7.90 

$10.50 

$ 9.75 

$ 6.85 

$ 6.00 

$ 7.70 

$ 6.85 

$ 8.00 

$ 7.25 

$ 9.40 

$ 8.65 

1000 

10.65 

9.45 

12.40 

11.20 

14.45 

13.20 

17.50 

16.25 

9.70 

8.50 

11.15 

9.85 

13.15 

11.90 

15.65 

14.40 

2500 

24.25 

21.55 

28.30 

25.60 

32.65 

30.05 

39.35 

36.75 

22.20 

19.50 

25.20 

22.50 

29.85 

27.25 

35.10 

32.50 

5000 

44.95 

39.90 

52.55 

47.50 

59.15 

55.50 

71.65 

68.00 

41.00 

35.95 

46.50 

41.45 

53.95 

50.30 

63.85 

60.20 


PRICES FOR BILLHEADS and WINDOW ENVELOPES 


Qu^tity 

BILLHEAD BH-500-A 

81/2 X 71/4 

WINDOW ENV. WE-500-A 

41/8 X 91/2 

BILLHEAD BH-500-C 

51/2 X 63/4 

WINDOW ENV. WE-500-C 

31/2 X 6 

Tempora Bond 

D. Board Bond 

Tempora Bond 

D. Board Bond 

Tempora Bond 

D. Board Bond 

Tempora Bond 

D. Board Bond 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

Dimen¬ 

sion 

Print 

Plain 

Print 

500 

$ 7.40 

$ 6.50 

$ 8.35 

$ 7.50 

$ 9.65 

$ 8.90 

$11.50 

$10.75 

$ 5.70 

$ 4.80 

$ 6.25 

$ 5.40 

$ 8.25 

$ 7.50 

$ 8.55 

$ 8.50 

1000 

10.30 

9.10 

11.75 

10.50 

15.45 

14.20 

18.50 

17.00 

8.10 

6.90 

8.85 

7.70 

13.50 

12.25 

15.15 

13.85 

2500 

22.35 

19.80 

25.80 

23.15 

35.15 

32.55 

41.85 

38.25 

18.45 

15.75 

20.05 

17.35 

27.65 

24.95 

30.60 

27.80 

5000 

40.85 

35.75 

46.50 

41.35 

64.15 

60.50 

74.95 

71.30 

34.40 

29.25 

37.50 

32.30 

47.95 

43.50 

53.55 

48.70 
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COMPANY LETTERHEADS 


FEATURING RAISED 


DIMENSION PRINT® 


ON 25% RAG DRAWING BOARD BOND 


Letterhead L-lOO 


Letterhead L-200 


^at^ior l^anu^actunn^ (^mpanif 


B900 Drcxcl Avenue 
LOS Anoeles. California 90036 
CE 7.3123 


Alfred Ridgeway Insurance Co. 

4200 ARCADIA Street . OALUkt. Texas 7S20S . RIB-4211 



---- 

’Daiftor yi^anufacturin^ dompanif 



-—-- 

1 ALFRED RIDGEWAY INSURANCE CO. 


9900 Drucl Avenue 

Lot Anoelee. California 90036 



Q 4200 Arcadia Street • Dallas. Texas 79209 

■ 






Envelope E-lOO 


Envelope E-200 


LETTERHEADS CREATE A USTING IMAGE —The quality of 
your company stationery reflects the quality of your com¬ 
pany itself. The company letterheads on these facing pages 
have been designed by The Drawing Board to give you the 
quality look your stationery demands. Each is printed in 
raised Dimension-Print® on 25% rag-content Drawing Board 
bond. Order your letterheads from The Drawing Board, where 
quality and good design are always guaranteed, as is our fast 
delivery and your complete satisfaction. There Is no greater 
value In quality business stationery than this fine selection 
from The Drawing Board. 


YOUR CHOICE OF THREE DISTINCTIVE TYPE STYLES 


^aijior l^anu^actunn^ (^o 


ompanif 


5900 Orexel Avenue • Los Angeles. California 90036 • CE 7-3123 


Style A 


DIMENSION-PRINT® produces a raised, jet-black letter, 
sharply defined formerly possible only from steel or copper¬ 
plate dies. This process duplicates steel die engraving so 
perfectly It's practically impossible to tell the difference. 
Dimension-Print gives your letterhead the look of quality and 
the feel of expensive stationery at a moderate cost. 

BLACK. INK is used for Dimension-Print on above letterheads, 
which are all 8% x 11 size. 


Alfred Ridgeway Insurance Co. 

4200 Arcadia Street • Dallas, Texas 75205 • Ri 8-4211 


Style B 


DRAWING BOARD BOND —a top grade 25% rag-content 
bond that lends prestige and dignity to your stationery. Only 
new white rags are used in this beautiful white sheet, made 
especially for us with an exclusive watermark. It has an 
exceptionally hard surface for easy erasing and an antique 
cockle finish with the feel and snap characteristic of fine 
rag content bond paper. 


Central Freight Distributors 

3015 Baker Avenue • Chicago. Illinois 60036 • TA 7-0721 
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Style C 



























LETTERHEAD L-lOO is a formal, type-only design available 
In any of our three distinctive type styles In fine raised-letter 
Dimension-Print. 


LETTERHEAD L-200 is a smart, modern design lithographed 
in two colors (blue and ochre) that lends a custom-designed 
look to your letterhead. The blue line and the ochre bar are 
already printed on the letterheads and envelopes. Your name 
and address will be printed in black in raised Dimension- 
Print in your choice of type style. 


LETTERHEAD L-300 is designed to accommodate your trade¬ 
mark or any symbol of your business. The blue line and the 
ochre frame are already lithographed on the letterheads and 
envelopes. Your name and address will be printed along the 
blue line, as shown, and your trademark or other emblem will 
be printed in the ochre frame. Send clear, clean copy of em¬ 
blem desired. One cut will be made to use on both letterhead 
and envelopes, and billheads, if desired. Choose any of our 
three type styles. Emblem and type will both be in Dimension- 
Print. 


LETTERHEAD L-400 is a duplicate of your present one-color 
letterhead in fine Dimension-Print. Send a clear, clean copy 
of your letterhead with your order, as prices quoted apply 
only if your copy can be photographed as is. If your copy 
Is not sharp and clear, or if there are changes to be made, 
we will notify you of type, art, or production charges before 
proceeding with your order. 


PRICES INCLUDE IMPRINTING 


LETTERHEADS 

L-lOO and L400 

First 1,000 . . $12.40 

Add’l 1,000’s . . 11.30 

ENVELOPES 

E-lOO and E-400 

First 1,000 . . $17.50 
Add’l 1,000’s . . 15.75 

LETTERHEADS 

L-200 and L-300 

First 1,000 . . $16.50 

Add’l 1,000’s . . 15.40 

ENVELOPES 

E-200 and E-300 

First 1,000 . . $19.50 
Add’l 1,000’s . . 17.75 

Plain Unprinted Sheets for any of the above: 

500 .$5.25 1,000 .$8.85 


Prices are for one color printing only (Black Ink) for 2 color 
letterhead on L-lOO or L-400 add $6.00 to total letterhead 
cost. For 2 color envelope on E-lOO or E-400 add $6.00 to 
total envelope cost. 


For copy at bottom of letterhead (maximum 2 lines) add 
$2.50 to total quantity price. 

Special lettering, emblems, etc. can be made part of your 
letterhead If you will supply clean sharp copy. 

If plain printing is desired, deduct 10% from all prices 
shown. Unless otherwise specified, Dimension-Print will be 
used. 

Please see following page for matching Billheads ^ 
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MATCHING BILLHEADS AND WINDOW ENVELOPES 

FEATURING RAISED 


DIMENSION PRINT 


ON 25% RAG DRAWING BOARD BOND 


Billhead BH-100 


Billhead BH-200 


^ai^ior If^anujacturin^ (^ompanij 


SOOO Orcxcl Avknui 
>« ANOiLn. California S0036 
CE 7-3123 


l^anufacturin^ C^ompan^ 


C 


Alfred Ridgeway Insurance Co. 

4200 Arcadia Stmeet • Dallas. Texas 75205 • Rl 6-4211 


Envelope WE-100 


ALFRED RIDGEWAY INSURANCE CO. 


Envelope WE-200 


Billhead BH-300 


Billhead BH-400 



MATCHING BILLHEADS add continuity to your company image. 
These billhead and window-envelope designs match the letterhead 
designs on preceding pages, can be used as Invoices, statements, 
credit memos, etc., and are printed in raised Dimension-Print® on 
25% rag-content Drawing Board bond. Billheads are standard 
8 V2 x7 %" size to fit In standard #10 window envelopes. Order 
these matching billheads and window envelopes to give your com¬ 
pany stationery a uniform, coordinated look. 


Dimension Print Is used unless otherwise indicated. 
For Plain Print, deduct 10% from prices at right 


Quantity 

BILLHEADS 

WINDOW ENVELOPES 

BH-100 

BH-400 

BH-200 

BH-300 

WE-100 

WE-400 

WE-200 

WE-300 

500 

8.35 

11.15 

11.50 

12.50 

1,000 

11.75 

15.65 

18.50 

20.50 

2,500 

25.80 

34.40 

41.85 

46.85 

5,000 

46.50 

62.00 

74.95 

84.95 
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YOUR qOMPANY NAME 

YOUR AOORCaa 



Tinted Window Envelope (Item WE-309) 


COLLECTION FORMS (Form CF 309) 

A COMPLETE COLLECTION SYSTEM with one typing. This 
four-part form politely but firmly “means business", has 
brought in payments faster in thousands of offices. Matched 
tinted window envelopes save double addressing. Form looks 
like a check through window, gets attention. A real time saver 
in your billing department, eliminates retyping statements 
or invoices each month. 

PRICES INCLUDE IMPRINTING 


COLLECTIONS FORMS 
(Form CF-309) 

TINTED WINDOW ENVELOPES 
(WE-309) 

5,000 forms 

$21.20 per M 

5,000 envelopes 

$ 9.50 per M 

3,000 forms 

23.10 per M 

3,000 envelopes 

11.50 per M 

1,000 forms 

26.25 

1,000 envelopes 

13.25 

500 forms 

17.10 

500 envelopes 

9.00 

250 forms 

13.50 

250 envelopes 

6.00 



Second Part 




SPECIAL INTRODUCTORY OFFER • 

500 Collection Forms, PLUS 500 Special Envelopes Complete, including imprinting your name on both. 




19 












































































































COLLECTION ENVELOPES 


THE QUICK WAY TO BILL — CONVENIENT WAY TO REMIT 



YOUR NAME IMPRINTED 
YOUR STREET ADDRESS 
CITY. STATE, ZIP CODE 



Style P (include Postal Permit No. when ordering) 


SIMPLIFY AND SPEED UP YOUR BILLING with Jiffy Pay 
Collection Envelopes. Easy to use, perfect for all types of 
businesses and professional men. You merely address them, 
fill in the statement of account, and mail in one of the window 
envelopes shown below. Only one typing necessary — the 
address shows through the window of the 6% envelope, a 
big time saver when billing. Jiffy-Pay Collection Envelopes save 
you money, too. They combine statement and reply envelope 
in one convenient form, making it easy for recipient to remit, 
and giving you an accurate follow-up credit system that 
reduces possibility of errors when crediting accounts. Please 
specify style desired for face of envelope. 

(See prices on next page) 

63/4 WINDOW ENVELOPES 

For use with Collection Envelopes 


. . when your delinquent accounts realize you 
intend to jet your money, they pay promptly, 
and respect you for your persistence.” 



500 Envelopes.-■-$ 7.35 _ 1,000 Envelopes $12.10 

2,500 Envelopes 23.55 5,000 Envelopes . . 43.25 

10,000 Envelopes ... 82.15 PRICES INCLUDE IMPRINTING 



Envelope EV-C (63/4 Thank You, clear acetate window) 3% x 6 Y 2 


500 Envelopes $ 8.40 1,000 Envelopes . $13.10 

2,500 Envelopes - 26.05 5,000 Envelopes 48.25 

10,000 Envelopes'! 91.65 ^ PRICES INCLUDE i'MPRINfiNG 



























































COLLECTION ENVELOPES 


REMINDERS THAT GET RESULTS, YET MAINTAIN GOOD WILL 





CE-5 



r 


FINAL NOTICF 

REPEATED REQUESTS FOR SETTLEMENT OF YOUR PAST DUE 
ACCOUNT HAVE APPARENTLY BEEN IGNORED. UNLESS 
PAYMENT IS RECEIVED NNITHIN TEN DAYS. VI/E WILL BE 
FORCED TO TAKE IMMEDIATE ACTION. 


CE-6 


CE-7 


COLLECT MORE MONEY from Past-Due accounts with Jiffy 
Pay Collection Envelopes. Only one typing necessary — the 
address shows through the window of a 6^4 window envelope. 
Choose from a variety of styles that get the results you want 
politely, yet firmly. Jiffy-Pay Collection Envelopes maintain 
good will and provide you with a complete follow-up credit 
system. Please specify style desired for face of envelope. 

Prices are based on total quantity ordered. You may select 
several different designs and get the total quantity price. Mini¬ 
mum order of any one design is 500. 


PRICES INCLUDE IMPRINTING 


500 Collection Envelopes 

... $ 11.95 

1,000 Collection Envelopes 

. . . 18.95 

2,500 Collection Envelopes 

. . . 37.95 

5,000 Collection Envelopes 

. . . 65.15 

10,000 Collection Envelopes 

. . . 120.45 


Be sure to order 6% window envelopes to go with collection 
envelopes if you don’t already have them in your office. 



2,500 

COLLECTION ENVELOPES 

ASSORTED AS YOU SELECT 

(Minimum Order of any one, 500) 

$2995 

(Regular price, $37.95) 


If you order 2500 63/^ window envelopes to go with these 
collection envelopes, these special prices will apply: 


2,500 6 % window envelopes EV- A. $18.80 

2,500 6 % window envelopes EV-C. .. $20.85 







































































































OFFICE REMOVAL CARDS 



1 


WE’RE 

MOVING! 



RC-F 


WE’RE MOVING 



RC-G 


THE DRAWING BOARD. INC. 

ANNOUNCES THE REMOVAL OF ITS OFFICES FROM 

1428 ORAOON STREET TO 

9030 VISCOUNT ROW 

DALLAS. TEXAS 78221 

ME 7^80 JANUARY 1. 1SS7 

Sample inside wording 


ITS YOUR MOVE! TELL EVERYONE WITH THESE COLORFUL CARDS 

Notifying your customers of a change of address is vitally important to your business 
and prevents sometimes costly delay in mail delivery. These colorful, attention get¬ 
ting designs effectively tell people of your new address. Please send all pertinent 
information and exact wording for Imprinting. Sample at left. Cards are 5 x 6 % . . . 
with plain white envelopes. 

PRICES INCLUDE IMPRINTING 


100 to 499 12<^ each 500 to 1,000 each 1,000 or more each 


(Add 20 per envelope if you wish your address imprinted on envelope flap.) 


OFFICE REMOVAL CAROS FOR PROFESSIONAL MEN 


THANK-YOU FOR REFERRAL CARDS 


RC - H (for Physicians) 





RC - J (for Attorneys) 



Informing your patients, clients and colleagues ot your change of 
address is essential to your practice. These removal cards are so delight¬ 
fully different that all of your patients or clients are sure to remember. 
(Designs for dentists — not shown — available on request). 3% x 5% 

PRICES INCLUDE IMPRINTING 


100 to 499 120 each 500-1,000 IO0 each 1,000 or more 80 each 


(See opposite page for Formal Office-Removal Cards.) 


Say “Thank-You" to those who have referred 
friends to you with this beautiful gold-embossed 
card personalized with your name. Suitable for 
doctors, attorneys, dentists, insurance men, etc. 
A good-will gesture that builds a practice. 4x3% 
on fine vellum. Prices Include personalizing (name 
only) and matching unprinted envelopes. 

100 to 499 100 each 500 to 999 80 each 

1,000 or more 70 each 


(Add 20 per envelope if you wish your address imprinted on envelope flap.) 
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YOUR SATISFACTION IS GUARANTEED 100% ON ALL ITEMS IN THIS 
CATALOGUE. IF AT ANY TIME YOU ARE NOT COMPLETCLY SATISFIED 
YOUR MONEY WILL BE REFUNDED WITHOUT QUESTION. 




































































r 


ANNOUNCEMENT CARDS 

FEATURING DIMENSION PRINT ON EMBOSSED 4x5 PANELS 


WE WISH TO ANNOUNCE 
THAT THE BROKERAGE FIRM OF 

SMYTH AND PHILLIPS 

HAS BEEN DISSOLVED 

AND ALL FUTURE BUSINESS WILL BE CONTINUED 
UNDER THE NEW NAME OF 

JAMES A. PHILLIPS COMPANY 

2932 DEARBORN STREET 

DALLAS. TEXAS 


NOVEMBER I. 


DISSOLVED PARTNERSHIP 



JACK MANRY 

ANNOUNCES THE OPENING OF HIS NEW RESTAURANT 

UNDER THE NAME OF 

THE FRENCH GOURMET 

SPECIALIZING IN THE FINEST FRENCH CUISINE 

3232 NORMANDY ROAD 


NEW BUSINESS OPENING 


JOHN BOND AND RUDY GOMEZ 
ANNOUNCE THE FORMATION OF A 
NEW PARTNERSHIP UNDER THE FIRM NAME OF 

BOND. GOMEZ 8e COMPANY 

99 WALL STREET 
NEW YORK 

GENERAL INSURANCE. FIRE. THEFT, CASUALTY, 
AND AUTOMOBILE INSURANCE 


REGAL FABRICS COMPANY 

, CORDIALLY INVITES YOU TO A 
COCKTAIL PARTY 

TUESDAY, MAY 20. 1966 AT 6:30 P.M. 
HOTEL 8TATLER, SUITE B 
7TH AVENUE AND 33RD STREET 
NEW YORK 


LONOAcni 2*0074 


DR. EDWARD FRANKLIN 

ANNOUNCES THE OPENING OF HIS OFFICE A 
3«22 TREMONT DRIVE 
ST. PAUL. MINNESOTA 

Y APPOINTMENT TRiANa 


NEW PARTNERSHIP 


BUSINESS PARTY 


OFFICE OPENING 


PETER TREADWAY 

ANNOUNCES HIS ASSOCIATION WITH 

THE HOLLANDER COMPANY 

IMPORTERS OP FINE CERAMICS 
25 EAST 4flTH STREET 
NEW YORK 


SEVENTH FLOOR 



E. F. HUTTON & COMPANY 

INVESTMENT SECURITIES 

i TO ANNOUNCE THE REMOVAL OF THEIR OFFICES T< 

1501 WICKER DRIVE 

CHICAGO, ILLINOIS 

WHERE A COMPETENT STAFF OF ADVISORS 
IS NOW READY TO SERVE YOU 


FOURTH FLOOR 


NEW ASSOCIATION 


NEW APPOINTMENT 


OFFICE REMOVAL 



THESE HANDSOME PANELLED CARDS announce all important events with dignity and 
good taste, are indispensable for promotions, new associations, partnerships, office 
removals, office openings, etc. Printed in Dimension-Print® (a raised, jet-black type that 
duplicates the look and feel of expensive steel die engraving at a moderate cost) or Plain 
Print, if you prefer, on quality wedding vellum, 4" x 5" with embossed border. Extra fast 
service provided for rush orders. (Item AC-45) 


' WITH 

PRINTED ENVELOPES 

WITH 

UNPRINTED 

ENVELOPES 

Quantity 

Plain Print 

Dimension Print 

Quantity 

Plain Print 

Dimension Print 

100 

$11.88 

$12.84 

100 

$ 8.46 

$ 9.42 

250 

14.76 

15.96 

250 

11.34 

12.54 

500 

22.02 

23.88 

500 

18.60 

20.46 

750 

27.84 

30.12 

750 

23.58 

25.86 

1,000 

33.00 

35.64 

1,000 

26.52 

29.16 
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Each of these books is supplied with a cardboard insert to be 
placed between sets to prevent impression on following pages. 




SALES ORDER BOOK ( Item so ) A permanent 
record of all phone and counter orders on NCR (no 
carbon required) paper that gives clear, clean copies 
that stay bound for easy reference. Plenty of space for 
all pertinent information. Book size 7V^ x 11 with sturdy 
cover, wirebound to lie flat for easy writing. 


4 Books ( 600 orders and 600 duplicates) _ $11.50 

8 Books (1200 orders and 1200 duplicates) _ $22.00 

16 Books (2400 orders and 2400 duplicates) _ $40.00 

32 Books (4800 orders and 4800 duplicates) $75.00 


t 



SERVICE CALL BOOK ( item SC ) A permanent 
record of each service call. Avoid confusion and embar¬ 
rassment with this professional service call book that 
gives you a clear, clean copy of every phone service 
message permanently bound for instant reference. NCR 
(no carbon required) paper throughout. Plenty of space 
for all particulars, no information can be lost or mis¬ 
placed as duplicates remain in book. Perfect for T.V., 
appliance, auto, and air-conditioning, and all service 
companies. Wirebound to lie flat for easy writing. Book 
size 6 % X 8 Y 2 . 


2 Books ( 550 calls and 

550 duplicates) 

$ 4.40 

4 Books (1100 calls and 

1100 duplicates) 

$ 8.80 

8 Books (2200 calls and 2200 duplicates) 

$13.80 

16 Books (4400 calls and 

4400 duplicates) 

$24.80 







■-j 
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PROPOSAL FORM (PF-R113) 3 part SV^xll Snappy 
Set for submitting quotations. Has space for ail par¬ 
ticulars including description of job, material, terms, 
etc. Good for all types of construction, landscaping, 
electrical work, etc. Use this proposal form after care¬ 
fully figuring the job on a Cost Summary Sheet 
(page 30). 


250 

500 

1,000 

3,000 

5,000 

$11.75 

$17.85 

$32.15 

$76.95 

$118.25 


Prices include personalizing in Red or Black Ink 


GARAGE REPAIR FORM (6R-R73) 3-part Snappy Set form is 
SYz X 7%. Perfect for ail service stations, garages, or car dealers, 
this form has spaces for all items (gas, tires, lubrication, etc.) plus 
a time chart for labor. Third part is manila tag for permanent record. 
Lowest prices anywhere for this type form. 


500 

1,000 

2,000 

3,000 

$14.95 

$26.75 

$47.60 

$65.85 


Prices Include personalizing 

in Red or Black Ink 



YOUR NAME HERE 

YOUR AOORCaa • CITY • aTATC • ZIR 
TKLKRHONC NUMaCR 



CUSTOMER'S COPY 


SERVICE ORDER (SE-N93) 3-part 5V^x9 NCR form (No carbon required) 
serves as a job work order, job invoice, and cost control record. Part 1 Is 
customers copy; 2, shop copy; 3, office copy. Back of part 2 is a material 
and labor record. Back of part 3 Is a promissory note. NCR paper gives clear 
sharp, copies without carbons. Give specific starting number when ordering, 
otherwise we will start with number 100. 


250 

500 

1,000 

3,000 

5,000 

$14.25 

$19.95 

$34.95 

$90.00 

$133.00 


Prices Include personalizing In Red or Black Ink 





SNAPAK HOLDERS _ aiu 

minum Form Holder makes a 
portable desk. Durable and 
lightweight, protects forms from 
oil, moisture, and wrinkling. 
Hinged with protective metal 
strap that holds forms in place. 
Snaps into locked position when 
closed, has storage space for 
completed forms or other pa¬ 
pers. 


SH-l for forms up to %y^ x 12 $6.00 ea. 
SH-2 for forms up to 5y2 x QVa $3.75 ea. 
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Job Application Form 






□ rnoAGH, □ c 
□ _ 


I 


ST 


SKClAliZATtON 




JOB APPLICATION FORM (Form P-58X ) Designed by a 
leading management consultant firm, this form helps you 
select better personnel, is the best application form available 
today. On light green ledger paper, four pages 8 V 2 x 11, 3- 
hole punched. 


50 forms — $7.50 


100 — $12.50 


250 — $25.00 



EMPLOYMENT RECORD ( Form P-28 ) A complete his¬ 
tory of each employee on one master personnel form is a 
must for every business. Padded in lOO's on 8 ^^ x 11 20 lb. 
white bond, 3 hole punched. 

100 — $3.00 2 00 — $4.50 500 — $6.25 1,000 ■ — $10.95 



ATTENDANCE AND PERSONAL RECORD (P48) A valuable profile of 
each employee's attendance, accurately records vacations, illness, tardiness, 
etc., gives 5 year resume'. Padded in lOO's on 20 lb. white bond, SYz x 11, 3- 
hole punched. 

100 — $3.00 _ 200~~$4.50 566-~-$6.25 1,000 —IIOTOS 



BOOK 

(Item EB-375) Use this sturdy vinyl 
loose-leaf binder with 3-ring lever 
action to hold all the Important 
employee forms shown on this page. 
Job application forms, employee rec¬ 
ords, and attendance and personal 
records kept In this binder will give 
you a handy, permanent reference 
of your company's personnel history. 

Only $ 3^^ 
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OVERTIME PERMIT 


CMPLOYCC_ 

lOENT. NO. _ 

18 AUTHORIZED TO WQR 
ON JOB NO- 


DEPARTMENT „ 


, HOURS AS _□ OVERTIME . □ MAKE UP TIME 

_ OR ON_ 


REQUESTED BY 


.. APPROVED B-Y , 


OVERTIME PERMIT (Form P*06) Keep track of 
overtime and help cut it down to a minimum with this 
4x6 form that requires authorization by supervisor. 
A must for good payroll records. Padded in lOO's on 
20 lb. whit e bond. __ 

1,000 Forms $4.75 2,000 Forms $8.25 5,000 Forms $17.00 



ABSENTEE REPORT (Form P-16) A systematic 
way to record who fails to show up for work and why. 
A must for supervisors and management, gives a fool¬ 
proof record of habitual absenteeism. Padded in lOO's 
on 4 X 6 20 lb. white bond. 

1,000 Forms $4.75 2,000 Forms $8.25 5,000 Forms $17.00 


PAYROLL CHANBE NOTICE 


NAME ^ _ 

DEPARTMENT „ 
DATE EFFECTIVE 

QUO RATE_ . 

REMARKS. 


-.80C. SEC. h 
CLOCK ^ 

HOUR 
NEW RATE 


□ DIBCHARQED □ LEFT □ LAID OFF WOULO YOU REEMPLOY7 □ YES 

□ NO 

CKCCLLCNT OaOD FAIR POOR 


ABILITY 

CONDUCT 

ATTENDANCE 

PRODUCTION 


APPROVED 


PAYROLL CHANGE REPORT ( P-26 ) Avoid cost¬ 
ly mistakes and slip-ups in your payroll department 
with thiS'4 x 6 concise form that gives all particulars 
of payroll changes. Padded in lOO's on 20 lb. bond. 

1,000 Forms $4.75 2,000 Forms $8.25 5,000 Forms $17.00 


TERMINATION OF EMPLOYMENT 




CHECK REASON FOR TERMINATION 



TERMINATION OF EMPLOYMENT (Form P 38) This 
form is essential to complete employee records, and should be 
a part of every exit interview to help determine real reason why 
employee voluntarily leaves company. Often uncovers unfair 
practice or unpleasant working conditions of which manage¬ 
ment is unaware. Also gives unemployment compensation data. 
Padded in lOO's on 8Vi x 11 20 lb. white bond, 3 hole punched 
for filing in Employee Record Book. 


100— $3.00 200—$4.50 500 —$6.25 


1,000 —$10.95 




HIRE THE BEST PEOPLE! This 318 page loose-leaf 
book, “Recruiting, Selecting and Hiring Clerical Em¬ 
ployees” is crammed with tested ideas, techniques, 
and tips on finding and hiring the people you want. 
Covers advertising techniques that work, recruiting In 
high schools, employee referrals, interviewing proce¬ 
dures, etc. Ten day free examination, your satisfaction 
guaranteed. Only $27.50 
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RECEIVING RECORD ( item RR ) You’ll always 
know what came in, when, and how much with this NCR 
(no carbon required) form that gives you a clear clean 
copy permanently bound for easy reference. All incom¬ 
ing shipments recorded in this book can be checked 
against your purchase order to spot shortages, substi¬ 
tutions, unnecessary freight charges, etc., a big help to 
management and accounts payable department. Bound 
copies can stay with receiving department for perma¬ 
nent reference. Book size ly^ x 11, wirebound to lie 
flat for easy writing. 


4 Books 

( 600 forms and 

600 duplicates) 

$11.50 

8 Books 

(1200 forms and 

1200 duplicates) 

$22.00 


16 Books (2400 forms and 2400 duplicates) 


$40.00 


32 Books (4800 forms and 4800 duplicates) 


$75.00 


COST SUMMARY 


COST SUMMARY SHEETS (Form P-78) 
A complete work sheet for figuring estimates 
and double-checking finished jobs. Designed 
to cover all details of job, including proper 
mark-up, overhead, labor, materials, etc. Suit¬ 
able for every type of business. 8^^ x 11, 
padded in lOO’s on 20 ib. white bond, 2‘hole 
punched for permanent reference in post 
binders. 


MATCRIAUa 


500 — $ 6.25 


1,000 —$10.95 


2,000 — $18.95 


5,000 — $35.95 
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INVENTORY 





I 



INVENTORY FORM (Form IN-R113)3-part Snappy Set pro¬ 
vides original and two copies of periodic inventories. White, 
Yellow, Pink, 8 V 2 x 11, 3-hole punched. 



PETTY CASH (Form P-46) Keep your cash box in good bal¬ 
ance with this form that accounts for every expenditure. Pad¬ 
ded in lOO's on 20 lb. white bond, 4x6. 

1,000 forms — $4.75 2,000 forms — $8.25 5,000 forms — $17.00 


THINGS TO DO TODAY 


DATE, 


250 sets 

500 sets 1,000 sets 

3,000 sets 5,000 sets 

$9.75 

$14.95 $22.15 

$61.95 $95.75 

Also available as single sheets padded in lOO's (Form P-68) 

500 — $6.25 

1,000 — $10.95 2,000 

— $18.95 5,000 — $35.95 


SPECIAL INSTRUCTIONS 


TO: - ORDER NO. JOB NO. 

SUBJECT . 

INSTRUCTIONS _ 


SIGNED_ 

Form P M Th. Drowiirg Soord. , Box 505, Dollo,. T.xos 

SPECIAL INSTRUCTIONS (Form P-36) Write it, don't say it — verbal 
instructions are often misunderstood, often invite mistakes. Use this atten¬ 
tion-getting form that makes your instructions clear and a matter of record. 
Padded in lOO's on 20 lb. white bond paper. 4x6. 


THINGS TO DO TODAY (Form P-75) Make a 
list every morning and check off each item as 
it's done . . . the simplest, most effective way to 
get work completed. Every key employee needs a 
pad of these forms on his desk. Padded in lOO's 
on 20 lb., white bond, 5^2 x 8 V^ 


1,000 forms — $4.75_2,000 forms — $8.25 5,000 forms — $17.00 


1,000 — $5.95 2,000 — $9.95 5,000 — $19.95 
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REQUEST FOR INFORMATION (Form Rl R113) 3 part 

Snappy-Set form imprinted with your name and address saves 
lots of time when you need to follow up on questions concern¬ 
ing terms, shipping date, etc., on purchase orders, invoices, or 
other transactions. Folds to fit #10 window envelope (See 
page 34) 81/2 x 11 


250 

500 

1,000 

3,000 

5,000 

$11.75 

17.85 

32.15 

76.95 

118.25 


Prices include imprinting. 


STATEMENT (Form ST-R52) 2 -part Snappy-Set 
speeds up billing, provides yellow copy for files. 
White original is perforated to be returned with? 
remittance. Address shows through window enve¬ 
lope A or C (page 34), eliminating extra typing. 
Imprinted with your name. 5^2 x 7 %. 


500 

1,000 

2,000 

3.000 

$9.50 

12.50 

21.80 

31.50 


Prices include imprinting. 



□ ontaiNAL aNocii 



REQUEST FOR PURCHASE ORDER (Form P-55) This 
form allows person who handles purchasing to write out 
particulars for secretary, who then types up the actual pur¬ 
chase order. A simple system that works smoothly for com¬ 
panies that require a purchase order for every purchase. 
Padded In lOO's on 20 lb. bond, 2-hole punched, 5^2 x 8 V^ 


1,000 —$4.75 


5,000 —$17.00 


SUPPLY REQUISITION (Form P-65) A pad of these 
forms belongs in every department. They help avpid costly 
delays when supplies run out, from rubber bands to 
machinery parts. Padded In lOO's on 20 lb. white bond 
2 -hole punched, 5V^x8V^ 


1,000 —$4.75_2,000 — $8.25_5,000 —$17.00 
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2,000 — $8.25 
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Folds just once to fit standard #10 window envelope, saves 
double addressing. Courteous and business-like, easy to fill 
out, encourages speedy replies. 7 ^^ x 8 Y 2 , padded in lOO's. 


This form gets speedy answers to all pertinent questions 
about prospective employees, folds just once to fit standard 
#10 window envelope. 7 % x 8 V 2 , padded in lOO's. 


500 

1,000 

2,000 

500 

1,000 

2,000 

$5.25 

$ 8.45 

$14.45 

$5.25 

$8.45 

$14.45 


I 



BILL OF LADING Handy 3-part and 4-part forms are accepted by 
rail, motor, and water carriers. Send original to consignee, give 
duplicate to carrier, keep triplicate copy after It's signed for your 
files. Commodity information can be added in body of form for 
flat .charge of $3.00 up to 8 lines. 8 V 2 x 7 %. 


Form # 

250 

500 

1,000 

2,000 

3,000 

BL-R73 (3-part) 

$9.55 

$14.95 

$22.50 

$39.50 

$53.25 

BL-R74 (4-part) 

$11.25 

$18.20 

$26.85 

$47.05 

$65.25 



CARBON GEMS (Item CG-1) Make copies the neat, 
easy way, with carbons and second sheets already 
in place. Use in multiples, snap apart for clear, 
smudgeless copies. Specify white, canary, or green. 


3,000 

.$8.90 Per M 

10,000. 

.$6.70 

Per M 

5,000 . 

.$7.75 Per M 

25,000 ... 

.....$6.25 

Per M 
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BUSINESS ENVELOPES 

BASIC ALL-PURPOSE ENVELOPES IN STANDARD SIZES 










FINE QUALITY ENVELOPES make a good impression. 
We use only the best 24# white wove paper with Special 
Clear Acetate for our window envelopes for that extra¬ 
quality look. These envelopes fit all stock business forms 
perfectly. Prices Include Imprinting up to 4 lines In black 
ink in our standard business type style. 


PACKING SLIP ' 



GRIPS-ALL® PACKING SLIP ENVELOPE (Item EV-PL) is a pressure 
sensitive envelope for affixing directly to cartons or packages, 
also for parcel post shipments. Requires no moistening, will not 
come off enroute. Size 4 x 6 % 


250 

500 

1000 

5000 

$9.95 

$17.50 

$32.50 

$152.50 


PRICE SCHEDULE 
Prices include imprinting 


Quantity 

A 

B 

c 

D 

E 

F 

G 

H 

500 

7.35 

6.25 

8.40 

9.85 

10.85 

9.75 

8.85 

7.75 

1,000 

12.10 

9.10 

13.10 

14.95 

15.85 

12.85 

13.85 

10.85 

2,000 

18.85 

13.00 

20.80 

24.95 

27.10 

21.65 

23.10 

17.65 

3,000 

28.25 

19.50 

31.25 

34.50 

40.50 

31.50 

34.50 

25.02 

5,000 

43.25 

29.75 

48.25 

53.95 

65.75 

49.75 

55.75 

39.75 


Envelopes packed 500 per box • Shipments within 3 days 
WE PAY POSTAGE WHEN CHECK ACCOMPANIES ORDER 







































































BROWN KRAFT UTILITY ENVELOPES 

BEST QUALITY 28 LB. BROWN KRAFT, AVAILABLE WITH OR WITHOUT IMPRINTING 


GUMMED FLAP 




Size 4V&" 

X 91 / 2 " 

Size 41 / 2 " 

X 103/8" 

Size 434 " 

X 11" 

Size 5" 

X 111 / 2 " 

Quantity 

Printed 

Item EV-lOP 

Unprinted 

Item EV-10 

Printed 

Item EV-llP 

Unprinted 

Item EV-11 

Printed 

Item EV-12P 

Unprinted 

Item EV-12 

Printed 

Item EV-14P 

Unprinted 

Item EV-14 

500 

$10.50 

$ 6.40 

$12.80 

$ 8.70 

$12.95 

$ 8.85 

$13.95 

$ 9.85 

1000 

16.90 

11.25 

20.35 

15.00 

21.60 

16.45 

23.60 

18.20 

1500 

23.10 

16.95 

28.25 

22.05 

30.25 

24.05 

33.05 

26.90 


GUMMED FLAP 





Size" 

6 X 9" 

Size 9" 

X 12" 

Size 10" 

X 13" 

Size" 

10 X 15" 

Quantity 

Printed 

Item EV-69P 

Unprinted 

Item EV-69 

Printed 

Item EV-912P 

Unprinted 

Item EV-912 

Printed 

Item EV-1013P 

Unprinted 

Item EV-1013 

Printed 

Item EV-1015P 

Unprinted 

Item EV1015 

300 

$10.05 

$ 6.95 

$12.65 

$ 9.60 

$14.65 

$11.60 

$17.15 

$14.05 

500 

14.95 

10.85 

19.35 

15.25 

22.70 

18.60 

26.75 

22.60 

1000 

25.65 

19.45 

34.40 

28.20 

40.95 

34.80 

49.20 

42.95 

2000 

46.15 

35.00 

61.90 

50.75 

73.70 

62.60 

88.50 

77.30 


GUMMED FLAP 
& CLASP 





ismsmi 


liiiliL 

iii» 


... 

... 

■gilg 




Size" 

6x9" 

Size 9" 

X 12" 

Size 10' 

' X 13" 

Size" 

10 X 15" 

Quantity 

Printed 

Item EVC-69P 

Unprinted 
Item EVC-69 

Printed 

Item EVC-912P 

Unprinted 

Item EVC-912 

Printed 

Item EVC-1013P 

Unprinted 

Item EVC-1013 

Printed 

Item EVC-1015P 

Unprinted 

Item EVC-1015 

300 

$11.60 

$ 8.50 

$14.05 

$10.95 

$16.15 

$13.10 

$18.95 

$15.85 

500 

17.55 

13.45 

21.60 

17.45 

25.25 

21.05 

29.75 

25.65 

1000 

30.80 

24.60 

38.90 

32.70 

45.95 

39.25 

55.15 

48.90 

2000 

55.40 

44.25 

70.00 

58.85 

82.70 

70.65 

99.25 

88.00 
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WONDER PEN DOES ALL: Writes like 
a brush, writes like a pen — absolutely the 
best marker we've seen. Fine-line nylon 
tip writes on most anything with non-toxic, 
washable Ink. Only 6 " long yet writes at 
least 25,000 Inches. Use for memos, 
underscoring copy, proofreading — hun¬ 
dreds of office uses. Red, black, blue, 
brown, green, pink. Order an assortment 
of colors (minimum 12 of any color). 


1 

Dozen . 

.$2.70 

8 Dozen. 

...$18.25 

2 

Dozen.. 

. 5.04 

12 Dozen. 

... 25.90 

4 

Dozen.. 

9.60 

24 Dozen 

... 46.00 


(Order Item WP-1) 



REPORT FOLDER • (Item RF-12) Crystal clear cover 
with Hold-TIte backbone protects and presents im¬ 
portant letters, reports, clippings, projects, sched¬ 
ules, etc. No page punching necessary, backbone 
holds pages firm. Takes up to 8 V 2 x 11. 

50-100 . 140 each 500 . 120 each 

1000 Report Folders . .. .100 each 





HOWTO 
PREPARK 
A PERSONNEL. 
POLICY MANUAL 


MANAOeMKNT INrOftMATION CKNTSM. >n« 


PERSONNEL POLICY MANUAL 

250 PAGES COVER THESE SUBJECTS: 

• Vacations • Sick Leave • Lay-off 

• Grievance • Holidays • Jury Duty 

• Job Training • Health • Pregnancy 

Avoid labor problems, insure better employee morale, and 
reduce turnover with this comprehensive manual that will 
help you prepare your company's personnel policies quickly 
and effectively. 

All matters involving every possible management-employee 
relationship are covered In over 250 pages of policy state¬ 
ment, forms and actual work sheets. Every successful com¬ 
pany needs a written Personnel Policy because only then will 
all be treated equally under the same set of rules — and this 
manual can help you set one up that can become a corner¬ 
stone of your company's favorable employee relations. 

(Order Item MC-1) Vinyl bound, only ^21^^ 















































MEMORANDUM (Form P-98) For important memo¬ 
randa that should be typed and made a matter of 
record, this form is printed on 8 x 11 20 lb. yellow 
bond, can be routed to several people or duplicated 
in quantity. An excellent form for transcribing memo¬ 
randa from dictating equipment. Padded in lOO's. 


500 

1,000 

2,000 

5,000 

$6.25 

$10.95 

$18.95 

$35.95 



CREDIT MEMO (Form CM-R83) Let's hope you don't have 
to use this form too often, but when you do you'll find 
sufficient spaces for all pertinent information relating to 
credits, reason for credit, invoice date and number, sales¬ 
man's name. Assures proper credits, good customer rela¬ 
tions. Can also be used internally for issuing refund 
checks. Size 8 ^/^ x 8 V 2 — 3 part form. 


500 

1000 

2000 

3000 

4000 

5000 

$14.95 

$26.75 

$47.60 

$65.85 

$82.00 

$97.50 



ALL PURPOSE SORTER (Item FS-10) For sort¬ 
ing letters, invoices, checks, etc. A to Z sort¬ 
ing, including months, numerically 5 to 95. 
Clear mikafilm dividers, hardwood base with 
aluminum side channels. Check and letter 
size. Will not scratch desk surface. Extra 
heavy duty. Will last with years of continued 
“se. $12.95 



PRICE QUOTATION (Form PQ-R113) Most complete 
form for including all necessary details of your price 
quotations. Three parts. You pull yellow copy for 
follow-up. Customer gets pink and white, and returns 
white acceptance copy to you. Important feature of 
terms and conditions which protect you against verbal 
or unauthorized changes, unavoidable contingencies, 
overages, shortages, spoilage. Size SYz x 11 Inches. 


250 

$11.75 


500 


1,000 3,000 5,000 

$32.15 $76.95 $118.25 
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$17.85 





















































































_ P0ST*0-GRAM®_ 

Your Company Name • Address e City, State, Zip e Telephone Number 


POST-O-GRAMS® are perfect for quick notes and messages 
where brevity counts. Personalized with your name or company 
name and address, Post-O-Grams let you save time, postage, 
envelopes, and stationery, take only a M stamp, are always 
ready to use when someone is waiting for a word from you or 
your company! Buff card stock, SVa (Item PS-35) 

_P RICES INCLUDE IMPRINTING _ 

500.$5.95 1,000. .$9.00 AddM l,000^s.$7.50 per M 



PERSONALIZED DESK PADS for every man's desk — an 
all-purpose desk pad that Is perfect for memos, notes, com¬ 
ments, requests, etc., and gives a dignified look that commands 
attention. Personalized with your choice of 3 distinctive type 
styles on white bond,4 x5padded in lOO's.An Indispensable 
part of every man's we 11-organized desk. (Item PP-56) 



NCR SCALE DRAWING FORM gives clear copies 
with no carbon paper. Ruled in squares, this form 
is used for sketches of plumbing, electrical, heating, 
and building layouts — is an essential form for many 
businesses. Helps you sell more jobs, helps workers 
understand the Job, helps you order supplies, and gives 
you 1 or 2 copies of your proposal. Size 8^2 x 11. 





100 

250 

500 

1,000 




Sets 

Sets 

Sets 

Sets 

Form 

SD-N112 

(2-Part) 

5.50 

12.50 

19.25 

32.00 

Form 

SD-N113 

(3-Part) 

6.95 

14.25 

24.50 

39.00 


PRICES INCLUDE IMPRINTING 

1,000 Sheets , $7.50 2,000 .$13.50 3,000 ■ $19.50 5,000 .$31.25 



EMPLOYEE PROGRESS REPORT (Form P 88 ) a syste 
matic way to rate all employees on the same basis for promo¬ 
tion, pay raises, and on-the-job progress. Rates attendance, 
personal qualifications, attitudes, initiative, etc. plus subjective 
analysis of strong and weak points. This form should be a per¬ 
manent part of Employee Records (see page 29). 8 V^xll, 
3-hole punched. 

100 Forms .. .$3.50 250...$5.00 500..$9.50 




















































































































































































TERMS AND CONDITIONS 


F.O.B.: Shipments are F.O.B. Dallas, Texas. However, 
if check accompanies order we pay freight or postage. 

On unpaid orders we bill you for the postage with your 

invoice, large orders are shipped motor freight collect 
for the freight charges, or we will prepay motor freight 
charges if requested on formal purchase order. 

DELIVERIES: We ship parcel post or by truck, which¬ 
ever is cheaper . . . orders from stock are shipped 
within 48 hours. Imprint orders go out within a week 
to 10 days. 

TERMS: Net 30 days. New accounts not rated in Dun 
& Bradstreet, please give bank and three references. 
A check with your opening order speeds your order 
through our credit department. Payment with order 
also saves you freight or postage charges. Sales tax 
will be added to orders when applicable. 

ADDITIONAL TYPE: Imprint prices include up to four 
lines of type, printed in the space provided on each 
form. For additional lines of type in the imprint space, 
add $1.00 per line. For extra lines any where else 
on the form, add a flat charge of $3.50 up to three 
lines, plus $1.00 per line thereafter. For special type 
style, other than those shown, add $3.50 to total order. 

CUTS: Your cut can be used In place of type or to¬ 
gether with type to Imprint forms only If (1) it is 
mounted on a block; and (2) if it fits the standard 
Imprint space on the form you order. There is no 
charge for using your cut and it will be returned with 
your order. We can make cuts from your artwork or 
sharp printed copy. Minimum charge $6.50. All cuts 
are returned to you. For unmounted cuts or cardboard 
mats, the charge is $6.50 for mounting or casting. 

COLORED INK: For colored inks other than black or 
red used to imprint standard forms, add $5.00 to your 
order. 

MODIFICATIONS: We cannot remove existing lines or 
type from a standard snap out form. We can modify 
forms by putting black lines through unwanted type 
matter (through the carbon), and inserting new words 
where desired. Ask for a quotation. If you can use 
3000 or more forms it would be best to let us make 
a custom form for you. Send sample or sketch of what 
you would like and ask for a quotation. 

PURCHASE ORDERS: Government offices, schools, in¬ 
stitutions, usually require a formal Purchase Order 
before approving payments. Please abide by their rules 
if applicable to you, and secure purchase order to 
accompany your order. Please enclose claim form with 
order if required by your organization. 

PROOFS: Proofs of imprinted order will be sent upon 
request. Orders for 2000 Imprinted forms or more 
will automatically be proofed. 

GUARANTEED: Your satisfaction is unconditionally 
guaranteed, this means that your money will be 
promptly refunded if you are not satisfied with your 
purchase. We will take any steps necessary to guar¬ 
antee your complete satisfaction with our service 
and/or products. 

SPECIAL FORMS: We specialize In designing special 
or custom forms for all purposes. There is no obliga¬ 
tion when you write us for a quotation. 

OUR COMPANY: We have been serving customers by 
mail for over seventeen years. Our reputation for 
prompt service and excellent quality Is unsurpassed. 
Bank reference: First National Bank in Dallas. Mem¬ 
bers: Dallas Chamber of Commerce. 



CUSTOM BUSINESS FORMS 
MADE TO YOUR SPECIFICATIONS 

• Are you using a snap-out or continuous business form that 
needs changing? 

• Do you have an idea for a new form that will save your 
company time and money? 

Let us help you! Here’s how: 

1. Send us a copy of the form you are now using with any changes 
marked right on It ... or 

2. Send us a sketch of what you have in mind. 

We will promptly put our forms specialists to work on it and send you 
our ideas and our lowest price quotation. No obligation, of course. 


Because we are backed by over 50 years experience In business forms, 
with the very latest equipment and know-how, we can assure you of 
top quality. 

(To keep your unit cost down, 3,000 Is the minimum quantity on 
which we can quote custom forms.) 

So send us a sample of a form you are now using, or a sketch and 
see how much time and money we can help you save. As for quality, 
we have never settled for anything but the best because we know 
that's what our customers expect from us. 





ZIP CODE • After January 1st the Post Office will 
require all 3rd class and 2nd class mail to be zip coded. 
Since zip codes are here to stay, now Is a good time to 
make sure your zip code is on all your stationery. It will 
most certainly speed mail delivery to you if the people 
you write know and use your zip code. If you do not know 
your zip code, we will look It up and include it on your 
order for you. * 



MANAGING FOR RESULTS 

by Peter F. Drucker 

This book, more than any other, shows 
what an executive decision maker must do 
to move his enterprise forward. It will stim¬ 
ulate and crystallze your thinking about your 
company's profile, profit, and growth unlike 
any book you have ever read. Published by 
Harper & Row in 1964, it is already in Its 
fifth printing, making It one of the best sell¬ 
ing business books in America today. 

If you are the president or the executive 
officer In your firm, this book will inspire 
you to new thinking and leadership. Order 
one for yourself, extras for your friends. 
Sold on a money back guarantee. $5.50 
each. (Item MR-1) 





































THE DRAWING BOARD, INC. 

9030 Viscount Row, Dallas, Texas, 75221 


BULK RATE 

U. S. POSTAGE 

PAID 

PERMIT No. 3137 
DALLAS, TEXAS 


T N£LSON 
BOX IB46 

POUGHKEEPSIE NY 126^3 


IF NOT DELIVERABLE, HANDLE AS PROVIDED BY SEC. 158.5B. 





If ibef^ 
jgaay 
reason 




WHY PAYMENT ON TH/S PAST-DUE 
ACCOUNT HAS NOT BEEN MADE, 
PLEASE TELL US. IF NOT, PLEASE 
MAIL REMITTANCE TODAY! 
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ON THIS PAST DUE ACCOUNT 
WILL BE APPRECIATED IF YOU 
ARE UNABLE TO PAY 
IN FULL TODAY 
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PRESSURE-SENSITIVE, NO MOISTURE REQUIRED! 


COLLECTION STICKERS YOU CAN BANK ON! 


If you’ve got past-due accounts on your books, here’s a sim¬ 
ple, proven way to collect with practically no collection cost. 
Just affix the collection sticker of your choice to your state¬ 
ment and mail. The special message flags attention — pro¬ 
vides the perfect “nudge" needed, and we guarantee it’ll 
work. 

Gruff collection letters are like watering last year’s crops. No 
crop failure here — you’ll not only get payment from your 
customers but his good will and future business, too. And 
that’s like money In your bank! Printed in brilliant colors 
on metallic gold foil, pressure sensitive for easy sticking, no 
moisture required. Shown 4/5 actual size. 


STARTER SET (ITEM CS-SS) 

1,000 Collection Stickers, 125 each of 8 designs 

$1095 

YOUR CHOICE BY DESIGN (Order by number) 

Minimum order of any one sticker, 250 
1,000 $10.95 2,000 $17.50 5,000. $40.50 

PRICES FOR “THANK YOU" STICKER (CT-1) 

500_$5.95 1,000 .. $10.95 5,000 ..$40.50 






















